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Why’ 


= provides rules for presentation of written 
content 

= helps standardize presentation format 

= provides methods for organizing content 

= improves readability and communication 
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= Common problem areas 


= Margins = Resource Citation 

= Headers/Footers = Use of Numbers 

= Page Breaks = Statistical Copy 

= Spacing = Tables 

= Headings and = Figures 
Subheadings 


= Seriation of Items 


5/20/24 Kay Davis, Ed.D. 


md Headers and Footers 
= Pagination; may be either in upper right 


hand corner at bottom of page centered 


= Running heads optional 


5/20/24 Kay Davis, Ed.D. 


ad Margins 


= at least one inch on top, bottom and right side 

= one and a half inches on left (or binding side) 

= Consider: |.5 inches on all sides to allow for two- 
sided copying 

= justify left margin but not the right! 
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md Page Breaks 


= avoid widows and orphans 
= an orphan: having one line of a paragraph or heading 
by itself at the bottom of the page 
=a widow: having one line of a paragraph left alone at 
the beginning of the next page 
= Shift an additional line forward or backward in 


order to prevent widows and orphans 
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~ Spacing 


= General rule: double-space all content 


= Single-space for selected content and then 
be consistent 
= within table of contents 
= within tables and notes to tables 
= within blocked quotations 
= within reference listing 
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- Extra spacing... 


= double-double space 
= after chapter headings (Level Five) 
=> before Level One headings 
= before and after tables and figures 


= to avoid widows and orphans 
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= Headings and subheadings 


= Five levels of headings 


= Determine how many 
levels you need for the 
entire document 


= Use the appropriate 


levels 
= (APA Manual pages 
114-115) 
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= Selecting the Levels of Headings 
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= The title of a paper is not treated as a 
heading 


= A title page (or cover page) for your 
assignments should include: 
= Your name 
= The course 
= The instructor’s name 
= A date (month & year) 
= The title 
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- S erl ation (APA Manual pages 115-116) 


= Use this method when you have several elements 
which need to be presented in a series 


= Format and punctuation varies based on whether 


items are 
= within a sentence 
=™ separate sentences 
= separate paragraphs 
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ad Seriation 
= In any series, with or without enumeration, 
any items should be syntactically and 
conceptually parallel to the other items in the 
series. 
= Example: Leaders are: 
= willing to take risks 


= available to staff 


= considerate of differing viewpoints 


= Not 
= Walk and talk at the same time 
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= Seriation 
within 
a sentence 
= use lowercase 


letters in 
parentheses 
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= Seriation for Sentences and/or Paragraphs and/or 
sentence fragments 
® For this seriation, you use numbers or bullets as 


follows. 
= Capitalize the first word 


= Punctuation depends on the structure of the 
sentence 


= Indent the bulleted points if you are citing as 
a block quote 


= Notice the alignment of second line 
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-_ Resource Citation 


= Citation of Sources 
= within the narrative text 
= on the reference list 
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= Citing sources within the narrative 


= (APA Manual pages 117-122) 
= quoting versus paraphrasing 


=vary your style 
= parenthetical 
=> part of the sentence structure 


= page numbers? (for quotations) 
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= When to quote... 


= when you can’t say it better 
= when you are providing data collected 


= when you do!! 
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= Quoting a source requires 


= citation of page number(s) 
= quotation marks when less than 40 words 


= use block quote indentation, spacing, and 
punctuation rules when greater than 40 
words or when used for emphasis 
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ad Quotation examples: 


= She stated, “The ‘placebo effect’... 
disappeared when behaviors were studied in this 
manner” (Miele, 1998, p. 276). 

= or 

= Miele (1998) found that “the ‘placebo 
effect,’ which had been verified in previous 
studies, disappeared when [only the first 
group’s| behaviors were studied in this manner” 
(p. 276). 
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Block quotations 


indented on left 
single spacing OK within quote 
punctuation placed before parenthetical reference 


no quotation marks 
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md Paraphrasing 


= cite the source who created the idea 


= use multiple styles in citing sources for 
paraphrased material 


= Smith (1999) is responsible for the original ideas for fostering 
creative coping. 
= Or 
= Creative coping strategies among managers began to emerge in the 
early 1990’s (Smith, 1999). 
= or 
= In 1999, Smith coined the phrase of creative coping as common 
among managers. 
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ad the Reference List 


= Include only the sources cited (quoted or paraphrased) 
within manuscript 


= Regardless of medium of source, arrange in one list_in 
alphabetical order 


= Select appropriate type of source and follow the specific 
guidelines (95 different types of sources) 


= Hanging indents: first line flush left, with subsequent lines 
indented 


= Title the reference list. . . References 
= (see APA Manual pages 232-281) 


5/20/24 Kay Davis, Ed.D. ps, 


= Handling personal communications 


= In the text; entered parenthetically, 
= but it is not on the Reference List 
= APA; page 214 
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Handling Secondary Sources 


e APA page # 247 


e The secondary source belongs on the 
reference list: not the source being referred 
to. 
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= Handling electronic sources 


= Don’t confuse the medium used to obtain 
the source with the source itself. 


= Electronic sources: APA pages 276-281 
=> www.apastyle.org/elecgeneral html 
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Electronic Sources 


e Online periodical: 

Author, A. (year). Title of article. Title of 
Periodical, xx, xxxxxxx. Retrieved month, 
day, year, from source. 

e Online document: 


Author, A. (year). Title of work. Retrieved 
month, day, year, from source. 
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ad Numbers 


= General rule: use figures to express numbers 
10 and above and words to express numbers 
below 10. 


= General rule: there are exceptions 
= see APA Manual pages 122-130 
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ad Statistical Copy 


=*Authors are responsible for the statistical 
method selected and for all supporting data. 
Access to computer analyses of data does 
not relieve the author of responsibility for 
selecting the appropriate data analytic 
techniques” (APA,2001, p.137). 


= specifics listed on pages 137-146 
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= Tables 


= Is the table necessary? 

= Are the tables presented in a consistent manner? 
= Are lines used effectively? 

= Is the table heading brief but explanatory’? 

= Does every column have a heading? 

= Are abbreviations & special symbols explained? 
= Are notes to the table ordered correctly? 

= Is the table referred to in the text? 


= Is the table placed appropriately within the text? 
= (APA Manual pages 147-175) 
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Figures 


— Is the figure necessary”? 

— Is it simple, clean, and free of extraneous detail? 

— Are the data plotted accurately’? 

— Is the lettering large and dark enough to read, especially 
if the figure must be reduced? 

— Are abbreviations and symbols explained? 

— Are captions descriptive and placed appropriately? 

— Is the figure referred to in the text? 


— Is the figure placed appropriately within the text? 
e (APA Manual pages 176-201) 
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